UNIIL Y RIAILS DI PARIMINT O COMMI RCI
I conomics and Statisties Administration

11.5. Census Huicau
Wzating.on, 0Z ZC2:: oce

DELEGATED EXAM NI NG UNI'T
VACANCY ANNOUNCEMENT

Vacancy Announcenment Number: ASF- 03- 66

Openi ng Date: January 12, 2003

Cl osing Date: OPEN CONTI NUOUSLY. Referral lists fromthis
announcenent nmay be issued at any tinme as
vacancies materialize.

Position and Sal ary: O fice Automation Clerk
GS- 0326- 02 ($20,975 - $25,943 per year)
GS- 0326- 03 ($22,396 - $27,994 per year)
GS- 0326- 04 ($23,744 - $30, 360 per year)

Pronoti on Potential: GS-04
Duty Locati on: Suitland, Maryl and

Type of Appointnment: Conpetitive Service: Tenporary
Appoi ntment NTE 1 year. My Be Extended
for up to a maxi mum of 2 years.

Wor k Schedul e: These positions have a M xed- Tour work
schedul e whi ch nmeans that an enpl oyee’ s work
schedul e may be changed fromfull-tinme, part-
time, or intermttent to accompdate
fluctuating workl oads and is subject to a
si gned agreenent.

Rel ocation expenses will not be paid.
Applications will be accepted from All United States
citizens.

DUTI ES: The incunbent provides general clerical support for
the office. Uses office automati on equi pnent and a variety of
software to produce various docunents in draft or final form
Software may include database or spreadsheet to enter, revise,
sort or calculate, and retrieve data. Types and revi ews



menor anda, correspondence, drafts, and reports. Reviews and
sorts incomng mail and distributes to appropriate staff.
Answers tel ephones and receives visitors; refers callers and
visitors to appropriate staff. Maintains and updates office
filing system arrange travel and training for staff. Assists
staff nmenbers on individual projects. My type or prepare
travel orders or vouchers; requisition office supplies,

equi pnment, and publications. May nmaintain time and attendance
records. Performs other admi nistrative duties including

phot ocopyi ng, word processing, and operating fax machines.

M NI MUM QUALI FI CATI ON REQUI REMENTS: To be minimally qualified
for this position, APPLI CANTS MUST HAVE A TYPI NG PROFI Cl ENCY
OF AT LEAST 40 WORDS PER M NUTE, BASED ON A FI VE M NUTE SAMPLE
W TH THREE OR FEWER ERRORS. APPLI CANTS MAY MEET THESE

REQUI REMENTS BY SUBM TTI NG A CERTI FI CATE OF PROFI Cl ENCY FROM A
SCHOOL OR OTHER ORGANI ZATI ON AUTHORI ZED TO | SSUE SUCH
CERTI FI CATES, OR BY SELF CERTI FYI NG THEI R PROFI CI ENCY BY
PROVI DI NG A SI GNED AND DATED STATEMENT. I N El THER CASE, THE
DOCUMENTATI ON MUST SHOW THE APPLI CANT' S TYPI NG SPEED, DURATI ON
OF THE TI MED TEST, AND NUMBER OF ERRORS.

In addition, you nust have the education or experience |isted
bel ow or a conbi nati on of both.

G ade 02:

Experi ence: Applicants nust denonstrate possession of 3 nonths
of general experience. General experience is progressively
responsible clerical, office, or other work that indicates the
ability to acquire the particular know edge and skills needed
to performthe duties of an O fice Automation Clerk.

Educati on: Hi gh school graduation or the equivalent.

Grade 03:

Experi ence: Applicants nust denonstrate possession of 6 nonths
of general experience. General experience is progressively
responsi ble clerical, office, or other work that indicates the
ability to acquire the particul ar know edge and skills needed
to performthe duties of an Office Automati on Clerk

Educati on: Successful conpletion of one year of education
above high school. This education nust have been obtained in
an accredited business or technical school, junior college,
col |l ege or university for which high school graduation or the
equi valent is the normal prerequisite. You nust submt a copy




of your college transcript(s) - See the How to Apply section
for nore information.

Grade 04:

Experience: Applicants nust denonstrate possession of one year

of general experience. General experience is progressively
responsi ble clerical, office or other work that indicates

the ability to acquire the particular know edge and skills

needed to performthe duties of an Office Automation Clerk.

Educati on: Successful conpletion of two years of education
above high school. This education nmust have been obtained in
an accredited business or technical school, junior college,
col l ege or university for which high school graduation or the
equi valent is the normal prerequisite. You must submt a copy
of your college transcript(s) - See the How to Apply section
for nore information.

EVALUATI ON CRI TERI A: Applicants who nmeet the m ni num
qualifications stated above will be certified based on either
paragraph A or B bel ow.

A. Applicants who do not have previous Conpetitive Service
wi || be evaluated based on the degree to which their
experience, training, and education reflect possession of
the followi ng Quality Ranking Factors (QRFs). This
eval uation determnes the list of eligible candi dates who
will be referred to the selecting official. Eligible
candi dates will be assigned a score between 70 and 100,
not including points that may be assigned for veterans’
preference.

NOTE: Applicants MJUST submt a suppl enent al
narrative to their resune or application (on plain
bond paper) addressing each QRF. Each narrative
shoul d descri be pertinent education, training, or
experience, with specific exanples, show ng how the
applicant nmeets each QRF. Failure to provide a
separate narrative for each QRF will elimnate
applicants from further consideration.

1. Experi ence using automated systens and standard
sof tware packages for word processing and ot her
of fice support activities, e.g., WrdPerfect, Wrd,
Power Poi nt, Excel, and time and attendance software.



2. Ability to plan, organize, and prioritize work
assi gnnent s.

3. Experience providing effective customer service.

B. Per mmnent Federal enpl oyees, reinstatenent eligibles, and
i ndi vi dual s who have special priority selection rights
under the Agency Career Transition Assistance Program
(CTAP) or Interagency Career Transition Assistance
program (I CTAP) will be rated and eval uated based on the
nature, quality, and extent of their experience,
educati on, and acconplishnments that match the duties and
requi renents of this position.

HOW TO APPLY

You must submit a resume, OR an Optional Application for
Federal Enploynment (OF-612), OR an SF-171, plus any additional
required material for each grade |evel of the vacancy for

whi ch you are applying. ADDRESS TO. U.S. Census Bureau,
RECRUI TMENT/ HRD, Room 3039-3, 4700 Silver Hi Il Road, Stop
1407, Washington, D.C. 20233-1407. |IF USING A CARRI ER OTHER
THAN THE U. S. POSTAL SERVI CE, ADDRESS TO. U.S. Census Bureau
RECRUI TMENT/ HRD, Room 3039-3, 4700 Silver Hill Road, Suitland,
MD 20746. Applications may be faxed to 301-457-6824.

TO RECEI VE CONSI DERATI ON FOR THI S VACANCY, APPLI CATI ONS MUST
BE RECEI VED I N THE ROOM NUMBER STATED ABOVE BY THE CLOSE OF
BUSI NESS (5: 00 PM EST) ON THE CLOSI NG DATE OF THE
ANNOUNCEMENT. | T REMAINS THE RESPONSI BI LI TY OF THE APPLI CANT
TO ENSURE THE TI MELY RECEI PT OF THE APPLI CATI ON PACKAGE
REGARDLESS OF SUBM SSI ON METHOD USED

The followi ng information is needed to eval uate your
qualifications and determne if you neet |egal requirenments
for Federal enploynent. Failure to provide this information
may result in loss of consideration.

JOB | NFORMVATI ON:

* Vacancy announcenent nunber and title of position stated
on each application.

* Grade |l evel of interest stated clearly on each
application. You will receive consideration for the
grade |l evel indicated on your application. If you
indicate nultiple grade |evels on a single application,
you wi Il be considered for the | owest grade indicated.



If you do not state a grade |level of interest on your
application, you will be considered for the | owest grade
adverti sed.

PERSONAL | NFORMATI ON:

* Full name, mailing address (including zip code) and day
and eveni ng phone nunmbers (with area code).

* Social Security number. (NOTE: WE CANNOT PROCESS YOUR
APPLI CATI ON W THOUT YOUR SOCI AL SECURI TY NUMBER. )

* Country of citizenship (TH S FEDERAL JOB REQUI RES U. S.
Cl TI ZENSHI P)

* Highest Federal civilian grade held (if applicable)

EDUCATI ON:

* High School - nane, city, state, and date you received
di pl oma or GED.

* Colleges and Universities - nanme, city, state, mjors(s),
type of degree(s) received (if any), and date(s)
recei ved. YOU MUST SUBM T A COPY OF YOUR
UNDERGRADUATE/ GRADUATE TRANSCRI PT(S) | F THE ANNOUNCEMENT
SPECI FI ES EDUCATI ON AS PART OF THE BASI C ENTRY
REQUI REMENTS, | F YOU ARE QUALI FYlI NG BASED ON SUBSTI TUTI ON
OF EDUCATI ON FOR EXPERI ENCE, AND/ OR | F YOU ARE QUALI FYI NG
BASED ON SUPERI OR ACADEM C ACHI EVEMENT. Transcri pts nust
show course nunber, title, grade, type
(senmester/quarter), and nunmber of credit hours.
Applicants selected for the position will be required to
provide official transcripts.

* To receive credit for education conpleted in foreign
col |l eges or universities, you nust show proof that such
education is equivalent to education received in an
accredited educational institution in the United States.

WORK EXPERI ENCE: Paid and non-paid work experience related
to the position. For each work experience include: Job
title; Series/grade (if Federal enploynent); Duties and
acconmpl i shnments; Enployer's nane and address; Supervisor's
name and address; Starting and endi ng dates; Hours per week;
Salary; and indicate if we may contact your current
supervi sor/ enpl oyer.




OTHER QUALI FI CATI ONS: Job-related: training courses (title
and year); skills (e.g., other |anguages, typing speed,
conputer software/ hardware, tools, etc.);
certificates/licenses (current); and honors, awards, and
special acconplishnments (e.g., publications, nenmberships in
prof essi onal societies, etc.)

10- PO NT VETERANS' PREFERENCE: To receive 10-point
veterans’ preference for a service connected disability you
must submt an SF-15, “Application for 10-Point Veterans’
Preference” and docunmentary proof from the appropriate
branch of the Armed Forces or the Veterans’ Adm nistration,
as well as a copy of your DD-214. Applicants claimng 10-
poi nt preference who do not submt the required
docunmentation will receive 5-point veterans' preference
assum ng they neet the basic veterans’ preference

requi renments and submt the appropriate proof of mlitary
service.

5- PO NT VETERANS' PREFERENCE: To receive 5-point veterans’
preference, attach a copy of your DD 214. To receive
preference if your service began after October 15, 1976, you
must have: a Canpai gn Badge or Expeditionary Medal with an
honor abl e di scharge OR served on active duty during the Gulf
War from August 2, 1990 - January 2, 1992, under the
follow ng conditions: honorable discharge, served a m ni num
of 2 years on active duty, or if a Reservist, served the

full period for which called to active duty (Reservists mnust
i nclude appropriate docunentation).

APPLI CANTS ON ACTIVE DUTY: Applicants on active duty
claimng either 5-point or 10-point preference nust show on
their application that they have net the requirenents for
preference as outlined above and nust submt appropriate
proof and docunentation at tinme of appointnment.

OTHER | MPORTANT | NFORMATI ON

* | ndividual s who have special priority selection rights
under the Agency Career Transition Assistance Program
(CTAP) or the Interagency Career Transition Assistance
Program (1 CTAP) nust be well qualified for the position
to receive consideration for special priority. CTAP and
| CTAP eligibles will be considered well qualified if they
meet the qualifications and eligibility requirenments for
the position, including all nmedical, physical,
suitability, education, experience, selective factors,



and quality ranking factors for the vacant position.
Federal enpl oyees seeking CTAP/ICTAP eligibility nust
submt proof that they neet the requirenments of 5 CFR
330.605 (a) for CTAP and 5 CFR 330.704 for ICTAP. This
i ncludes a copy of the agency notice, a copy of their
nost recent Performance Rating and a copy of their nost
recent SF-50 noting current position, grade level, and
duty location. Please annotate your application to
reflect that you are applying as a CTAP or | CTAP
eligible.

The Departnment of Commerce (DOC) does not condone or
tolerate discrimnation based on race, color, religion,
sex, national origin, age, physical or nmental disability,
or sexual orientation.

Al eligibility requirenments nust be net by the cl osing
date of this announcenent.

Application materials will not be returned to the
appl i cant.

St atus applicants (permanent Federal enpl oyees and
reinstatement eligibles) nust submit two applications if
applying for both nmerit pronotion procedures and
conpetitive procedures. A copy of an SF-50 verifying
conpetitive status nust be included in the application
for merit pronotion. |If only one application is received
and it includes the SF-50, it will be considered through
the Merit Pronotion program Candi dates consi dered

t hrough Merit Pronotion nmust nmeet all eligibility and

time-in-grade requirenments by the closing date. |If only
one application is received and it does not include and
SF-50, it will be considered under conpetitive

pr ocedur es.

Notate the first page of your application with “M

Vet eran” and include the required docunmentation if you
are a veteran w thout conpetitive civil service status
and applying for consideration under merit pronotion
procedures as a preference eligible or a veteran who has
been separated fromthe armed forces under honorabl e
conditions after three years or nore of continuous active
service.

You will be required to conplete a Declaration for

Federal Enploynment (OF-306) to determ ne your suitability
for Federal enploynment and to authorize a background
investigation. You wll also be required to sign and
certify the accuracy of all the information in your
application. |If you make a false statenent in any part



of your application, you may not be hired; or you nmay be
fired after you begin work; or you may be fined or
jailed.

Anyone appoi nted fromthis announcement, including
current Federal enployees, may be required to serve a
probati onary period of one year

If you are a mal e over age 18 who was born after Decenber
31, 1959, you nust have registered with the Sel ective
Service System (or have an exenption) to be eligible for
a Federal job.

Applications received in governnent postage-paid
envel opes will not be accepted.

Thi s agency provides reasonabl e accommdations to
applicants with disabilities. |If you need a reasonable
accommodation for any part of the application and hiring
process, please notify the Human Resources Division at
301-763-3371. The decision on granting reasonable
accommodation will be on a case-by-case basis. TTY users
can contact us via the Federal Relay Service, 1-800-877-
8339.

For additional information about this vacancy, please
contact the Human Resources Departnent, Recruitnment
Branch, at 301-763-3274.



